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STATE OF HAWAI |
Cl ass Specifications
for the C ass:

DEPARTIVENTAL | DENTI FI CATI ON OFFI CER
(Departnental ID Oficer)

Cl ass Di sti ngui shers:

Complexity: This class reflects a sole position with
primary responsibility for the proper identification of inmates
and staff of the Departnent of Public Safety through the
preparati on and mai ntenance of conplete identification records.
This responsibility includes taking, classifying, conparing, and
verifying fingerprints; taking and devel opi ng phot ogr aphs;
docunenting permanent identifying marks and scars on inmates’
bodi es into departnental identification records; and naintaining
centralized files for all departnental identification records.
This class is al so responsi ble for devel opi ng and nmai nt ai ni ng
policies and procedures for the departnent’s identification
program and maki ng recomrendati ons for inprovenents in
operations, equiprment, and nethods used to properly identify
i nmates and staff.

In addition, the position in this class instructs and
supervises an inmate work |ine and acconpanyi ng Adult Corrections
O ficers (ACCs) who assist in fingerprinting, photographing and
record keeping activities, and provi des depart nent al
identification information to | aw enforcenent agencies, as
request ed.

Ful | Performance Knowl edge and Abilities: (Know edge and
abilities required for full performance in this class.)

Know edge of: The Henry System of fingerprint
classification, conparison and filing, and famliarity with
Federal Bureau of Investigation (FBI) extensions; ten-print and
| atent print exam nation nethods and practices; proper nethods
for taking rolled and plain prints; functional interactions
between crimnal justice and | aw enforcenent agencies, and the
flow of crimnal identification source docunents and data; the
Bertillion portrait parle or other conparabl e system of physical
description; methods of taking and devel opi ng phot ographs;
crimnal history record keeping practices; office practices and
procedures; English grammar and spelling, and arithnetic; and
departnmental policies and procedures.

Ability to: Independently classify, search for, conpare and
file fingerprints using the Henry System of fingerprint
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classification, with FBI extensions; solicit and use information
fromvarious identification sources (e.g., Hawaii Crim nal
Justice Data Center); conpare fingerprints to determ ne whet her
the prints are of the sanme person; instruct an inmate work |ine
and departnent staff in taking, classifying, filing and conparing
fingerprints; and taking and devel opi ng phot ographs of inmates
and staff for identification purposes; review the fingerprint
classification and conparison work of others; comrunicate
effectively orally and in witing;, follow witten and oral
instructions; recomend and draft witten policies and
procedures; prepare operating budget requests for the
departnent’s identification progranm develop and naintain
effective working relationships with others; prepare clear and
concise reports; explain rules and regulations to others; and
keep accurate records.

Exanpl es of Duties: (The sole position may not be assigned al
of the duties li1sted, nor do the exanples necessarily include al
of the duties that may be assigned. This does not preclude the
assignment of duties which are not listed.)

1. Participate in, direct, and instruct an inmate work |line and
assigned staff (e.g., Adult Corrections Oficers) in
identification and record keeping activities which include:

t he proper inking and taking of rolled and plain
fingerprints; classifying and filing fingerprints of inmates
and staff using the Henry System of fingerprint
classification, with FBI extensions; photographing and

devel opi ng identification pictures; observing and recording
significant identifying marks on i nmates’ bodi es such as
scars, birth marks, tattoos, etc.; taking and recording

hei ght and wei ght neasurenents of inmates and staff;
interviewi ng incomng inmates to secure and prepare personal
data records; filing and retrieving identification records;
and preparing identification bands for inmates and
identification badges for staff.

2. Conpare and verify fingerprints and identification records
with Hawaii Crimnal Justice Data Center crimnal
identification records and Autonmated Fingerprint
| dentification System (AFIS) records.

3. Establish and maintain a secured, centralized storage area
for all departnental identification records in accordance
wi th departnent policies and procedures.

4. Eval uate the departnment’s identification programfor inmates
and staff, determ ne need for and reconmend i nprovenents to
operations, equipnent, and identification policies, nethods
and procedures.
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5. Devel op and nmai ntain operating policies and procedures for
t he departnent’s identification program

6. Keep institutional statistical registers and prepares
statistical reports on innmates.

7. Assi st the supervisor in preparing the budget for the
departnent’s identification program by providing information
on equi pnent, supplies, and operational requirenents.

8. Mai ntain inventory of office supplies and equi pnent.

9. Assi st | aw enforcenent agencies, as requested, by providing
themw th departnental identification records of inmates or
staff under investigation.

10. Lift and examne |atent fingerprints, as necessary, and work
with the police departnent, as need arises, when crines have
been commtted in the correctional facilities.

11. Testify in court as to the identification of inmates, as
necessary.

12. Gve orientation talks to work line inmates regardi ng prison

routines, rules and regul ati ons.
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